
OEORQIA DEPARTMENT OF HUMAN RESOURCES 
OFFICE OF ADMINISTRATIVE SERVICES .~ 

RECORDS MANAOEMENT_UNIT I 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

-- 
For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georg s a 

.Y 
X 

30334. Phone - (404) 6564976 GIST: p1-4983 __ ~~~ ~~ __- I- - F-- _p-~- 

ARCHIVES AND HISTORY - - ~ - . ... -. . .~  __ 

Date Completed 

SEP 2 1982 1 - 0 ~ ~  ~.~ 2 <I982 
TelephoneNuyber~~ ~ ~ 

n 

1. GEORGIA DEPARTMENT OF HUMAN RESOURCES 

Off ice of F inancia l  Service8 
Payro l l  Unit  Room 522-S 
67 T r l n f t y  Ave. S.W. 
Atlanta, Ca. 38334 

~~ 

Working'Title 

DHR - .  
,pplicBfion Data 

- 9111a2 ~ 

bpplication N u d r  

82- 5 2  ~~~ 

,Cbarle%_Ilcar_v ~ 

- . Perronto~Contact 

~ ~~ ~ - ~ ~ ~ ~ ~ - p  _- -~ ~=PivroU?&fiCs = s Y p e l y L * s  -=~ - ... ~ ~. 616-6-- 
. Action RequeSted 

a. 
b. Dispose of present accumulation; no further accumulation anticipated. 
c. O A m n d  epplicstion No. -~p-_i_~--_~~_~--, Chack Ona: Change; 

Establish Retention Schedule; record will continue to accumuI8te. 

E 
Supercede; Void 

_ _ .  - ~~ ~. ~ ___ ~~ ~~~ - . Dstnsot k l s r  6. Recordr SsrlsB Titla lfollowed by tit le urd in offica.' if dlffamnfL 

hrlien I s t e n  

The Offiee of Pimancia1 Serv lcer  hae t h e  rerponaibil i t$ to dBin t r in  tk6 f faaPiSl  ricoi 
f o r  t he  Department ioamanner  to r e f l e c t  reperate accoun tab i l i t y  for each type of  actii 
admlnirtered by DHR. with d i r b u r r m e n t  e l a a r i f i c a t i o n r  ar required by t h e  S t a t e  Auditor 
and t he  vari&r Federal  agencier.  

The Payrol l  Uni t  i r  reaponsibla f o r  er tabl i rhment ,  modif icat ion or terminat ion of emplc 
payro l l  checks ; and the  recording. procarring: r epor t ing  and maintaining of emplayak t  
wager, ui thhold ingr ,  and r e l a t e d  i n f o r u t i o n  required by Federal ,  State and Local agenc 

b x 
i. 

_ _ _ _ ~  .... .~ ~ . ~ -. --.~ ~. _ _ ~ ~ ~  
f. Rsmrds Series Description This file mntainr tho following documents (include form numbun n d  titles, if any): Attach tamples Of the file. 

Documents relating to: changins, recording and ve r i fy ing  county pay ro l l  deductionr 

Includedare: Perronnel Bxpnse and Reirburrement Syrter (PERS) Computer Report.; PeRS 10; 
Employee'. Retirement Syrtem (BRS) Monthly Report Of Changer; PKRS 5200- County Cer t i f i  
Payrol l ;  PEW 5201- County Adjustment Report; PER8 60001- Employee. Retirement Spatcm (1 
U e n t h l j  Report Of Ueu Employees; WRS 6006- (ERS) Monthly Detail Report; and r e l a t e d  
correrpondcncc. 

___~ __ 
* - L~ . ;  I. Monthly Reference Rats 

.lqnty-fiw months and older . 7 !.. . 
b. Annual Rate of Accumulailon or Records 

How often are records referred to wnich are: 

One to six months old r&~.- -~ - : Seven to tweiw months old 6 : Thirteen to twenty-four months old 2 !:: : I, 

I___..__ ~~ __ 
Computer P r in tou t  . .  

- her -s ize drawers 

.~ ~ - . .%, . .. _-I_._.; ___ ~ -.-- . ~ 

(Owrl ~ .: - . .  
. %  

x m  4998 (7-78) 



c 
, *-. 

10. Ouestionneire (Place an "X" in the proper column) 
~~~~ ~ 

a. I s  thi: the official copy of the wries? 
If not, whera i: it? 

b. Dons the series contain confidential information rnquiring sncurity hendling? If yea, cite law 01 mulation. 
.~ ~___I_&_..___~I-__ ~ _._I_-- 

L .~ 
x [ c. I s  this a vital racord? 

d. Does this series have historical or long term rasearch velue? 

e. When one or two documents in the file make it nemssaw to keep tha, entire f i le for a long period, muld them documents 
ltI~..~ ' 

p ' 7 i b .  ^ ?  ;p;.7:,-, ' P  - , , 9 3 :  - -::I .~ scheduled separately? 

.. * I  r 
__I ~~~ _ _ _ ~  ~~ - . *  L .  

g. Is the information mntained in this surias evnr analyznd andlor k o i d e d  4n a'summarlzed rOPoh7 

IL I , L!? -- 

.I .- 
~ ~ - _ _  

f. I s  the information contained in t h i s  wries eyer published? If yes, ettach copy:. , ;j : ; ~ . I ,. I 
I f  yes, attach mpy. ;.: , ' . ~  f ! : f  - 7  I L P P Y .  . ., 

h.' Is  there a duplication of t h i s  aeries in your offica, or in another Offica or apency? 
' 

S?-.?P. 

~ ~_____ -_ ~. I_- 

If yes. here? 
I. I s  this aeries lore majorportion o f  it) ragulerly mlcrofilmnd? 

' ' 1. &s the record surina result,i+s &o;tl6uter pr In? ' l::.,:"'' 

x .~ 

" , I 2 a ,. 7 :: , 
_ _ ~ ~  - 

. ---:~ 
-_ ILI:~:~~ .~ ~ ~- - -. - 

1. Rnmntion Rnquirnments Tha following raquira: the lor188 to be kept: 

a. State Law 3 years. 
b. Statute of limitation wars. 

c. Federal law -3 wars. 

d. Audit p r i od  -.--yoarr. 
e. Adminictrativs mad 5 yearc. 

f. Federal mention instructions 

3emmmendatio 

-. 
orm 49oa (7-78) 


